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Baltimore Couhty Board of Education Div., of Administration and
' Special Services
School Lunch Program *’//

School Lunch Program

The United States Department of Agriculture audits the records
of the School Lunch Program filed with the State Department of Edu-
cation. The State Department of Education audits school lunch records
of the counties at the individual school cafeterias .or at the County
Board level.in Allegany, Caroline, Montgomery, and Washington Countles,
where these records are centrally maintained

The retention periods for school lunch records are governed by
State legislation&e‘tatimg-‘to—mcm'dg as well as the following
regulations:

1. Requirement by the Federai Goverﬁment that program records
be retaindd for three years in addition to the current fiscal year
(24 FR 4772, June 12, 1959).

2. Requirement by the State Division of Social Security, Em-
ployees! Retirement System, that cafeteria personnel records be
retained for Social Security purpuses until audited by the Division
(Letter dated December 17, 1959, from William S. Sartorious, Assis-
tant State Superintendent in Administratioh, Finance, and Research
to the County Superintendents of Schools c¢iting a letter from Paul
H. Fales, Chief of the Division of Social Security, Employees! Re-
tirement System.)
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RECOMMEMDATION: REFAIN UNTIL RENZGOTIATED AND FOR FOUR YBIRS
~ TAERTAFTER, AND THER DEITROY.

SPECIAL MILK PROGRAM APPLICATION

Size: latier size

Dates: 1950 = -
Quantity: 1 file drawar

Fils Arrangsmmt: Chronologicsl by school

mmmmummmwmmw
of Education.

RECOMMENDATICN: RETAIN FOR FOUR YRARS AND THER DESTROY.
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tiocn in ths program. The recomendation below eppliss only to the
oopymtainedbyt.metwaﬁath

RECOMMERDATIOH: mmmmmnsmmnm
DIRECT DISTRIBUTION PROGRAM RECEIPTS

8ize: latter sise

RECOMMENDATICHs RETAIR FOR FOUR YEARS AND THEN DESTHOY,
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S.  DIEECT DISTRISUTION COMEDITY INVEWICEY

' mmwm,mmumaomxmmwm
shared with other schools and the oocamodities which the echool
could use. The reccmmenxizticn below applies only to the copy re-
tained iz the School Imnch Uivision, The State Departmnt of Educe-
tion retalns tho commodity duventaries for a period of thres yegm
mmmummﬁmm,mwmm

mmmﬁs REPAX FOR FOUR YEAKS AND TIER DESTRCT.
6. SURPLUS FOOD AND TRANSFER RECEIFES -

g : Shoz mwm

o | '.,Qumtmn iﬁhdrawr
File drrengesent: By school mmd date

awmgﬁngmqnntuynffmdda vered
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'g-wlmipdcrwm:mmiﬁngthetwd,mmm
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FIOH: BITAIX FOR POUR YEARS AND THER DESTROY.
7. CLAIK FOR BEiNCURGENEHT

Form Bo.1 T=59
. Bise: lstter sise
Dates: 1950 - -
Quantity: 13X ring binders

This fornm 18 filed monthly with the Maryland Stats Depsrtmsnt of
Education sowvering all school lunch smd milk operaticns claims
for reizbursement under the Federal School Lonch progrsm. The
m-,mummmu.wemmmmam
schocl, tho agreamnt mmbder, tho mmber of lunches serwsd (Paid
end free) and the cost to the pupils, and the smomt of reirdurse-
mont claimed. The mzms inforwstion ic carriod in the spece re-
served for the mdlk program. The Monthly Profit and lLoss State-
‘ mat (Item 8) 15 chacked against ths Clain for Reimbarsement. The
' recomendaticn below appliss only to the eopy £iled with ths Board.

BECOMNENDATICN: RETAIR FOR FOUR YRARS AXD THEZY DESTROY.
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balance. rmwumhymmxmmm;m
suuwdmmmammmmm
the Claims for Reimburssments sheets (Item 7).

BECGWAREDATION: RETAIN PERMANENTLY,

SCHOOL LO¥CH PERSONNEL FOLDERS

Size: letter eiss

Datest 1951l «

Cumtity: .2 f£ile drmwers

Fils Arrengement: nw.ybym

The personnsl folders cemtain all or scme of the following papers:

Application o
) mmm

and Carrespondence _
mmmu(smmm)
Payroll Changes gnd Payroll Information Sheets
Resigmtions

Schoal sasigrmmnt




The rocomsendstion bslow complies with the reguireasnt for reten-

tion of parscnnel records subsequent to 1950 wntil audit by the

rsuunwdotmummwmayms.

RECOMMENDAT IONs mﬂmmmmwwwnmm
YEARS THEREAFTER. MICROFIIN CONTERTS OF POLDERS
AND DESTROY. mmmwmmxx

m umn. CARDS

.Pmlo.: mn&gfnun; |
-Sha: 3}' x7 L

Qnmuy: lecrdh-ar A
Fils Arrangemsnt: nphahoueanybynm

mmauwnmmmmmmmmw

tion of the pmmched data giving the nawe of ths

mm,ﬁnmam.mm@mmm ,
with resignations noted. The £ilo is coxposed of yellow

“eards (P26298) for permsment esployses an’ crange cards (P26930)
esployses.

538

tamporary mmmmmzamm
mmnnmmmmm

nmmuxm. mmmmmmmmmmm
- mmmm

mu.smsmtmmms

Sise: 11':17"

Dates: 1950 = - :

Quartity: 2nhﬁ-mrs ,

File Arrangemsnt: By school and chromological
Avdit: Audited in Payroll Division

,mmm,mmmumummmu-
sion. Ths Timg Shests which ectcompany the Payroll Heports are pre-
pared cnly in duplicate and are a dally record of howrs worked
for the period, cme copy vexains in the school and the seccnd is
filed with the Payroll Eeport in the School Lonch Divisicn. The
recomandation below applies only to the Pgyroll Reperts and Time
Sheets £iled in the School Lamch Divigiaon,

EECOMMENDATION: RETAIN FOR FOUR YEARS AND THEW DRSTROY.
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' 13. CAFETERIA PERSONNZL CARD INDEX

Size: L* x 6" cards

Dates: 1952 « -

Quantity: 1 card drawer
nhntmmt: Bymnof&chool

mnnmuwmgmmmam
school and of the employse, homs address and telsphane number, his
' soeial security mmmber, the position held, ths date of exployment
and of resignation. n-guhrw!wuoms!mmwhuewda
dmmm-nmm

BECOHMENDAT I0Hs mmmmmmmmmm
- - YEARS THERERAFTER, THER MICROFIIM AND DESTROY
- CARDS, xnmmxmpmmm

m.'mmmmcm ,
Size: Sﬂzaﬂcﬂa "
Dates: 19I5 « -

. Quantity: lcsu!tﬂy
. mgmm: aymamwmotw

The Equipment Inventory 109 ¢
m,mmﬁmmmammdm .
of purchase, the serisl mmber (if any), and the use of the eguip- -

£11od in The Generel File'in the Administration Divisimn.

RECOMMUMATION: REPAIE CARDS FOR POUR YEARS O FOR THZ LIFE OF
THE EQUIFNEST, WHICHEVER IS LATER, ARD THEW DESTROY.

15. BUDGET CONTROL

Size: lLetter simo

Dates: 1956-9

Cuantity: 1 binder - ‘

Fils Arrengsmsut: Chrenologieal
Tha Budget Control is arrangsd by type of Expenditure, new equip-
ment requests, replascemstit, repairs snd miscellsnsous, giving the
date, the mams of tho school, the purchass order mumber, the smount,




mx.rnx”‘

8130: Lotter sise

Dates: 1950 » = . :
Quantity: 8 f1ile drawers
File Arrangoments By subject

momlmauewatmwmzom
m&ngsz
Administration
AmlustaotCMMW( school)
Amlmkmmumcmam school
Filr Informtion

' United States Department of Agriculture Recelpts
BECOMMENDATION: RETAIN FOR FOUR YPARS AND THEN DESTROY.




